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The CCTO Tool now supports a feature to help you add and maintain contacts who share a household:

NOTE: Always enter all the members of a

household as separate contacts, including

as much information as possible about each o
individual. Each contact will receive

individual assessments. = G Show Chart New il De
Gl Active Contacts v
Creating a New Household O fec '® -
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The “household” feature will allow you to create swe & sweaciose + New o Fow v
a grouped record for contacts who share an
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address and will help reduce data entry. If you |
know you will be entering new contacts who are #F Dashboards ARIAS Contact  Household Members ~ System Information
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3. Inthe “Last Name" field, type an Phone #3
identifying name for your household o
followed by “Family"” or “Household.” T |
4. Fill out the boxes for “Contact e~
Information” and “Address” with the
information appropriate to the whole Note: The “Household?"” toggle is ONLY used to activate the
household. This information will carry information fields required to enter a new household profile. It should

over to new contacts you create within
this household to help reduce data
entry; however, you are always able to
edit and adjust information as needed for

individual contacts. @

never be used when creating a contact or adding a contact to a
household. See below for best practices for adding household members.
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5. Click “Save” when you are finished. Banks Family
6_ You have noW created a household ARIAS Contact Household Members ~ System Information  Related
profile. This profile itself will not appear Basic Info Address
in active contacts views; however, any Fouwshold? @ v AeddressLine 1 125 Beverty Hills Lane
contacts you create within this household ace € 0000033030 Adress Lne 2

will appear normally within your contacts
views. See below for information about
viewing your household groupings.
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The CCTO Tool now supports a feature to help you add and maintain contacts who share a household:

Viewing Your Households

A household is a special grouping and not a = B Show Chart New [0 Delete | v () Ref
contact profile, so it will not appear as a list

. . . . {fmt Home .
item in your active contacts views. eMy Active Contacts v
(© Recent v
1. Return to the Contacts Tab. vl First Name Last Name
s Pinned N
2. Click the bold text title of your current C-0000033... Phil Banks
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This process is for new contacts who have not

yet been entered in CCTO. See below for o
. . . Banks Family
adding existing contacts. Contact
. . ARIAS Contact  Household Members  System Information Related 9
1. Always begin this process on the -
household's profile to reduce data A L R R
entry. Select the “Household Members" ] )
tab to see What members currently exist uick Create: Contact % Quick Create: Contact x
in your household. Details " Details "
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The CCTO Tool now supports a feature to help you add and maintain contacts who share a household:

Adding Existing Contacts to

° Banks Family

You r H ousehOId ARIAS Contact  Household Members  System Information  Related o
You can also add contacts who already exist NewGomaa B sosbiogComac B 444 By ontac
within the CCTO Tool to households. Note e
that existing contacts do not take on %

f . Lookup Records x | Lookup Records
household address or contact information Sel
Select record elect record

when they become members of a household, 9 |
Will Smith

so it is always best to create households L [ will Smith X
first whenever possible. .
Al Contacts i
1. From your household profile, click 9 g st v
. . . willsmith@freshprince.com <Al Contacts
“Add Existing Contact” at the right ’
of the screen ~+ New Contact @ Change View No records found. Create a new record.
-+ New Contact 7@ Change View

2. Type the name of the contact whom
you would like to add to this
household in the search bar.

3. Select the record by clicking on it,
and your contact’'s name will move
to the top of the screen. You can
repeat this process as many times as
necessary.

4. Click "Add" when you've finished
adding contacts. Your contact will
now appear as a member of your
household grouping. As a reminder,
none of their address or contact
information will change when they
are added to the household.

o “Add Existing Contact"”
9 Enter contact name
e Select contact record
e Updated Household

NOTE: Deactivating a household will not

[©] Save J Save & Close MNew D Deactivate 4, Assign B2 Email a Link ]E Delete C_

Banks Family

Contact
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deactivate any of the contacts within it. €-0000033... Phil Banks Banks Famiy -
Contacts must be deactivated by profile. C.0000023... Will Smith Banks Family -
Similarly, deactivating the contacts will
not deactivate the household, and it must <

be deactivated independently. Always
remember that each contact requires an
individual profile with unique assessments
and personal information.
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The CCTO Tool now supports a feature to help you add and maintain contacts who share a household:

Indicate Household
Relationships

Once you have added members to a
household, you can also indicate their
relationships to each other (e.g., parent/child)
within their profiles.

From the “Household Members' tab on
your household profile, click a contact’s
name.

1.

Under “Basic Info,"” review the options
under the “Household Relationship”
field. You can select “Parent,” “Child,”
or “Additional Household Adult (not
associated with child).”

As a note, if you select ““Child,"” you
should also scroll to the bottom of the
contact’s profile to select the button for
“Is Minor" and indicate that this child is
under the age of 18.

Click “Save & Close" when finished with
your work, and repeat this process as
needed.

g Seiect acontact |
| R
3] s
4] csavescioser

Troubleshooting for
Households

Cou

If you accidentally toggle “Household?" to
“Yes" while entering a contact's information
or editing a contact's profile, DO NOT SAVE
OR EXIT THE PAGE. Toggle the slider back
to “No,"” and missing information such as
testing and monitoring details will be
restored. You can now save your contact.

If contacts are added to a household in
error, contact your administrator to have
the household grouping removed.

FOR ADMINS ONLY: Administrators can
unlink households by toggling “MDA Form"
to “Admin Form" under a contact’s name.
This unlocks the ““Household” field, and the
household name can be deleted.
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